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'APPLICATION FOR RECORDS RETENTION SCHEDULE | STEGLoRTHs SECRETARY OF STATE
- RECORDS MANAGEMENT DiVISlON

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Diwsion 330 Capltol Avenue, Atlanta, Georgia, 30334,
Attention: Schaduling Section, 1

FOR AGENCY USE 1. Agency Address o FOR RECORDS MANAGEMENT USE
Applicgtion Date E epar tmentfofhﬂ umaanesour Zes‘: ' Apptication Number ,
: ivision of Physical Healt : ' :
May 27, 1976 Epidemiology Unit 76"/73 - 7€ /9
Application Numbaer 47 Trinity Ave., Room 12-H ‘ | Data Received Date Completed .
DHR-65 Atlanta, Ga. : MAY 27 1976 | JUN g a7
2. Psrson to Contact Working Title Telephone Number
pr. J. E. McCroan Director o 656-4764
3. Action Requested ' . .
L B Estabusn Retention Schedule; record will continue to accumulate. .
b. (J Dispose of present accumulation; no further accumulation anticipated. _ - s
¢, LJ Amend Application No, i Check One: [J Change; O Supercede: [ Void
4. Dates of Series 5. Records Series Title (fo/lowed by title used in office; if different)
Earliest Latest _ ..
1970 L Present . Epi demiology Program Report Files )
8. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Division of Physical Health is responsible for the administration, direction and coordi-
nation of the Physical Health programs throughout the State. Included are: the establishment
of health standards for business, housing, field operations and hospitals; the improvement of
the physical and dental health of adults and children; the diagnosis and control of diseases;
the supervision of construction and licensure of health facilities; and the daily State-wide
program of registration, statistical coding, certification and preservation of the births,
marriages, divorces and annulments of marriage, and deaths that occur each year in the State.

Immunization Unit has the responsibility to prevent and contrel measles, rubella, polio,
diptheria, tetanus, and whooping cough through conducting general intensive immunization pro-
grams in all geographic areas and population groups, effective application of epidemiologic
and laboratory survellance technigues, profess:Lonal educatlon, and the motivation and educatlor
of the general public. : : ‘

7. Record Series Description This file contains the following documants (mclude form numbers and titles, if any):
S Attach samples of the fila. \

Documaents relating to: |
(See attached sheet)

Included ara:

File is arranged:

8. Monthl-v Flcfarem;o R'ato How often are records referred to which are:

Onetosixmonthsold .. = _; ﬁéwen totwelvemonthsold _________; Thirteen to twenty-four monthsold . ;
twenty-five months and older ____,______? P |

1 - . -
i -

9. A.nnull Rats of Accumulaﬂon of Rowrds
Letter-size drawers : Legal-size drawers

;Shelves .".-Othq"r {specify)

AR=B0-71; Rav. 78 7 Lobne . (Oven)




[vEs | NO ] 10, Questionnairs  (Place an X" in the proper column) < B R
a. I this the official copy of the series? , ¢ RS
If not, whera is it? . A

b. Doss the serles contain confidential information requiring secuntv handling? If yes, cite law or reguiation,

e s this 8 vital record? :
d. Does this series have historical or long term research vatue?
8. When one or two documents in the file make it necessarv to keep the entire file for a fong period, could these ..

documents be scheduled separateiy? : =

g. s the information contained in this series ever analyzed and/or recorded in a summarized report?

If ves, attach cooy,
h. Is there s duptication of this series in your office, or in anather office or agency?

me.uhﬂaL

. Is this saries (or & major partion af it) regularly misrafilmed? | ]
. Does the racord series resuit in a comouter printout? : i

1". Hltnntlon Requirements The following requires the series to be kept:
a, State Law ___years, d. Audit piriod - . years. -
b. Statuts of limitation = years, 8. Administrative need ' : .years.
&. Fsderal law o years, -4, Federal retention instructions : . Years.

Attach copy or excert of lsws or regulations, Explain ad(ninistra'tiéé need.

12, Approved Disposition Instructions = This agency recommends that the f:ie series be cut off at the end of each:
o ' U Calendar Year, CI Fiscal Year; O Other — _ _then,

03 Hold in the éurrent files area - ___month(s) _._..__,_‘_‘-vear(s}: then
O Transfer to local holding area; hold = .. . __vyear(s}; then :
-0 Transter to State Racords Center hold ____..'__;__year(s)'; then

O Destroy. ‘ ,
“J Transter to State Atchnves for permanent retention. -

C Other (Spacity)

(See attached sheet)

C . '
Thess instructions apply to all prior and future accumulations of the series.

t

: Date _ , | Records Managemant Officer (Signagyre) , i Date |
Tos st il J ndI] O T-2¢-26
" State Records Committes IS:gnature} Date

Recommendations in para- - — .- ' I
graph 12 are approved. State Afudftor/Designe'eéW 4 0—‘7"

(If disspproved, attach letter T~
qfoxplmat:'an.) : Secr pry of State/Designes Wf /u.’ld‘/uyk _ é f—-7é

Attorl;mav'GnneraI/Designee//%ﬁv/)/ﬁzU ,L | 6 [],e ){

- : Mev. 78 (n-w- Side)
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7 Amended 2/5/76 See 76-ig3-A

Immunization Monthly Report Files

Documents relating to the documentation of
immunization reports of children and adults
submitted from County Health Departments.

Included are DHR Immunization Reports
(DPH/DCS(3)~119 identifying county name
and code number, month and year, type of
immunization, (measles, rubella, tetanus,
etc), and age group breakdown.

Files are arranged chronologically by month
and year thereunder alphabetically by county.

Immunization Quarterly Report Files

Documents relating to maintaining quarterly
compilations of the number of immunizations
of children and adults as submitted to the
DHR Immunization Unit by County Health
Departments.

Included are computer listings identifying the
county, number of immunizations by type, dose,
age, sex, and race prior to 1970 - Since mid
1973 just type and age.

Files are arranged chronoclogically by quarter,
thereunder by county code number.

Immunization Annual Summary Report Flles

Documents relating to maintaining annual
summary compilations of the number of
immunizations of children and adults as
submitted to the DHR Immunization Unit bg
County Health Departments. -

Included are computer listings identifying
county, number of immunizations by type,
dose, age, sex and race. ~ Since mid-1973
just type and age.

Files are arranged chronologically by
calendar or fiscal year.

approval signature

Destroy upon receipt and

" verification of immunization
« quarterly report.

Immunization Unit - Cut off

at the end of each calendar

or fiscal year; hold in current
files area for 3 years:; then
destroy.

District & County Offices =~ Destroy

upon receipt and verification of
annual summary report.

Tmmunization Unit - cut off file

at the end of each calendar or
figcal year; hold in current files
area for ten years; then destroy.

‘Farlier destruction is authorized

based on unit's administrative
needs.

District and County Offices - Destroy

when no longer needed for reference.




-

Irmnunlzatlon Cer'tlflcatlon of First Grade Inventory Flles

Documents relating to compiling :meunlzatlon
statistics on first grade school children in
city, county and private school systems.

Included are Immunization Inventory (DPH/DCS(3)-51),

submitted by Health Program Representatives to
the Immunization Unit identifying, county, name
of school, first grade section, name of teacher,
number of children enrolled, number of children
immunized, number of children lacking certain
n_rmnumzatlons nurber of certificates sxgned

by physicians and/or health clinics; Llstlngs
identifying the same information as ‘mentioned
above, broken down by Health District; city,
county, and private schools.

Files are arranged chranologically by calendar

% ’/W

Day Care Center Immunization Survey Files

Documents relating to surveying licensed
day care centers for immunizations reports for
each child.

Included are Immunization Inventory of Day
Care Centers (DPH/DCS(3)-50) identifying
county, name and address of center, number

. of children enrolled, age group breakdowns,
types and number of immunizations received,
nurber of children who cannot receive '
immmizations, number of Certificates or Health
Statements 51gned by private physicians, health
departmen‘t and military; Day Care Annual Inventory
Listing identifying essentially the same
information as merrtioned above, broken down:

by age groups.

Files are arranged chronologically by calendar
year.

approval' signature

\

- Immunization Inventory Form

(DPH/DCS(3)-51) - Destroy upon

" receipt and verification of

annual summary report.

 Immumnizations Certifications of

First Graders Report - Cut. off
file at the end of each calendar
year; hold in current files area
for 10 years; then destroy.

Immunization Inventory Day Care
Centers (DPH/DCS(3)-50) - Destroy
upon receipt and verification

of annual summary report.

Immunization Inventory Day Care
Annual Report -~ Cut.off file at
the end of the calendar year, hold
in current files area for 10 years;

- then destroy.

daté |




